Genesis Volunteer Involvement Program Reports

Steps Screen Displayed Procedures
—— IMPORTANT: There are many reports
1 - that can be accessed and printed from the
Volunteer Involvement Program in
Genesis; you may also run prior years
reports by logging onto the desired year.
To Display the Volunteer Reports:
e Click Reports on the Menu bar
e Click the Report Name to display
All Reports have the same icon
functions from left to right:
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3 e e el A——— Involvement Hours by Category
;.f’,.“.“..‘;‘tg Polk County Schools Report
oy Service Type and Hours by Volunteer
NI s Report
4 Mailing Label Choices

Grade Leval

 Grade: PR " Grade: Bth
 Grade: KG  Grade: 7th
© Grade: st " Grade: 8th
" Grade: 3th

 Grade: 4th  Grade: 11th
' Grade: Sth  Grade: 12th

Mailing Labels by Child’s Grade
Report

To Create Mailing Labels by Grade
Level for Volunteers who have a Child
Enrolled at your School:

e Click the Radio button to the left of
~  the Grade level

e Click the Enter button
N

e Click the Print icon to print the Labels

Note: Label size (Avery 5160) are
available through the Polk County
Warehouse.
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5 Volunteer Mailing Labels
— r.’:l:ll\mq..’l‘:hﬂl Choces Report
o || BEEEE E o PE LS
o s W e o L abels for your school VVolunteers can
Com ] o | be created by selecting a combination of
criteria:
. » Click the Radio Button to the left of
the selection
e All Individuals
e By Individual
e Specific Date
e Date Range
When selecting a Specific Date or a
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Mailing Label Choices
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through 2" Week of School)

e Click on the Beginning Date and the
Ending Date

If the Beginning and Ending Month are
different:

e Click the Arrow on the Calendars to
display the appropriate month

~ Click the Radio Button to the left of
the status

e Click the Enter button
OR

e Click Cancel to close the VVolunteer
Mailing Labels Report

Updated by Polk County Schools

09/07/11

Help Desk, PH: 519-8040 or 56661




Genesis Volunteer Involvement Program Reports

Steps Screen Displayed Procedures
7 ' The Volunteer Mailing Labels Report
displays.
™ Click the Print icon to print the Labels
To Close the Report
- Click the X in the top right corner of
the screen
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4 ACORMSOM  ROSE 1/2/1300 |Ba Ba | copy
5 ACORNSOM  SHAMNE 1/2/1300 |Ba @ ;ﬂm
& ACORNSOM  BUSTER  3/4/2005 |[Ba -
7 ACORMSON  MICHAEL  6/38/2007 [Ba Paste Special..
8 ACORNSOM  GRACE 7/18/2007 |Ba nzett
9 ADCOCK CONMIE  6/28/2007 [Ba Delete
10 BROOKS DALE 7/25/2007 |Ba Clear Contents
11 BARMES SUSAN 1/2/1900  [Bar 58 Format Cels..
12 BARMES ELAINE 1/2/1300 |Ba Calumn Width.
13 BARMED R&LPH 6/26/2007 |Ba dide
14 BARMING CHUCK 1/2/1300 |Ba .
15 BARNHILL KATRINA  1/2/1300  [par._ 2000
16 BARRERO BUSTER  9/14/2005 [Bartow Elementary Academy [a7404200087
17 Barrero MARY 12/4/2007 Bartow Elementary Academy |£7006270114
18 BARWICK ALTON 6/28/2007 |Bartow Elementary Academy |46503300041
19 BARROW KELLY 1/2/1900 Bartow Elementary Academy 26907100047
20 BARWICK ANMETTE  11/3/2005 |Bartow Elementary Academy |44303240013
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17 |BARNES ELAINE  [94164 Unhide rtary Academy AT7809230025
13 BARNED RALPH  [3635335740 [6/28/2007 0941  Bartow Elementary Academy A7512260035
14 BARNING cHUCK (863533703 /21900 941 ertow Elementary Academy 46903050006
15 BARNHILL KATRINA  |8635337983 [1/2/1300 inszu Bartow Elementary Academy  AT211280028

EXAMPLE: To Delete a Column in
Excel:

e Click on the Column to Highlight
¢ Right Click and Click Delete
e The Column will be Deleted

EXAMPLE: To Hide a Column in
Excel:

e Click on the Column to Highlight
e Right Click and Click Hide

Clicking Hide will Hide the Entire
Column.
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Involvement Hours by Category
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Labels
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Data

Appraved Yolunteer List - Excel

Annual Yolunkeer Data

To Run an Annual VVolunteer Data
Report:

From the Genesis VVolunteer Involvement
Program Screen

e Click on Reports
e Click on Annual Volunteer Data
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The Annual Volunteer Data Report
11 T—— Screen will be displayed.
e Click on the Populate Defaults
Student Enralment: |42?' Button
Staff Training Date: |1 0/06/09 E :I ]
. School Information that Populates the
Tota School e |22 Populate Defauls Fields :
Total Present atTraining:|22 _— e Student Enrollment
Staff Attendance % 100 Save e Staff Training Date
e Total School Staff
~Wolunteer Information e Total Present at Training
e Staff Attendance Percentage
Total Volunteer H :|_Tt|nW|t :|_ )
i e Volunteer Information that Populates
the Fields :
Total # of Yoluntesrs Under 21;
|5 e Total Volunteer Hours
e Total # of Volunteers
WEREE e -8 e Total # of Volunteers Under 21
|9? e Total # of Volunteers 21- 61
Tatal Mumber of voluntesrs 62 and Over: e Total Number of Volunteers 62
|1n and Over
e Click Save to Save the Report to
. [ the Data File for District Use
Fiint Only
e Click Print to Print the Report
for your records
- — | To Exit the Volunteer Involvement
12 Program and Return to the Genesis

Local Menu:

Click Volunteers on the Menu bar

e Click Exit

e Click Quit to return to the Genesis
Schools menu screen

e Click Exit GENESIS to exit the
GENESIS System
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